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“dfice of the Director

Cable Secretariat-Maessage Center

Poaitions: A 133 Grade G5«9
A 133,01 Grads G5-9
A 133,02 Grade GS-9

Title: Cable Anslyst Sup
(Reviewing Ufficer)

Responsible to: Assistant Watch fficer

1. GENERAL

The position of Cable Analyst Sup, G5-9, is a 24-hour a day, T-day a
week position, charged with the responsibility for:

a. Providing a standard review, approval and release of digiribu~
tion assigned to cables by the Distribution Section.

b, Supervises the Distribution and Typing Section for ome tour of
duty. ‘

¢. Performs related duties as required,

2, RESPONSIBILITIES ARE AS FOLLOWS FOR THE CABLE ANALYST 3UF:

a. Prior to release to the Typing and Proofing Unit, the distribu~
tion assigned by the Cable Analyst, G5-7 is reviewed, checked and
approved, insuring that the distribution sasigned to each measage
conforms with the requiraments of the varicus ClA offices and with
the special distribution requirernents approved by the Cable Secretary.

b, Cables released to the Typing and peosfing Unit muet be
chocked for legibility of distribution symbols, message numbers,
proper editing and transmiszion/ receipt times,

¢. The Cable Analyst Sup assists in the training and development
of members of the Distribution Section who have been dieaignated ¢t
fill his position in a relief capacity.
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d., The Cable Analyst Sup under the direction of an Assistant
Watch Cfficer, supervises and directs the activities of Cable Ana-
iysts and Typists {n the Distribution Section during one tour of duty.
In fulfilling this function, it is his responsibility tu eneure proper
Atstribution is made and that cables are accurately typed, procfread
and roleased to the Repraduction Section without delay.

e. Iln order that effective supervision of the duties of Cable
Analyste and Typists be maintained, the Cable Analyst Sup main-
tains cable distribution requirements manuals and typing guides,
These manuals list subjective and objective cable distribution
requirer-ents placed upon the Cable Secretariat by varicus Staffs,
Cffices and Divisions of CIA. It ia by effactive implementation and
interpretation of these requirements that Cable Analysts are able
te distribute cabies to the components of ClA on the basis of the nagde
to-know criterion. In addition, these manuals establish wmindmurn
aperating standards within the Cable Secretariat.

3., QUALIFICATION REQUIREMENTS

a. Enowledge requirements should include a subject knowledje
of current avents, some military organization, World Affairs,
Agency Crganization and srgenization nf Government, Language re«
quirements, while not a neceasity, aid in the performance of dutics,
Any particular ares kncwledge ability i especially beneficial in the
job and greatly aids in the effective performance of duties, This
should inciude geagraphical, economic, political and socialogical,
Any communications bnowledge iz also an asaet,

b, Education requirements are such that the more formal edu-
cstion the Cable Analyst Sup has had, the more he can apply hir.self
to the position and satisfactorily perform his assigned tasks,

¢, Personal characteristics must be such that the Cable Analyst
Sup, G359, must be able to maintain and expand his scope of knaw-
ledge and be able to contribute materially in the development of
Junior Cfficers in order to use and strengthen the best talents and
abilities of sach person,

4, JUB PROGRIESHION

Ctstanding performance of dutles as Cable Anaiyst Sup leads to
consideration for the next bigher pasition of Assistant Watch Tfficer
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